
An individual devel.8It plan is a witten lCh8du1e or plan desiped to ..t 7OUZ'
particular eoal1 for dev8l0p8ent. IDP's are a 88thod of syst...tically planninl
for traininl and experience 1ft order to develop the ~ific skills aDd knowl8dle.
you -y need. Rat;her than Mphaurily chalK:1A1 t;iM am -.y 1m *at -y or -y
not be I useful l08minl exper~" the mp pves both you aM your IUpen1sor
tho opportunity to set objectives and plan only those experiences that will
support these obj ective..

".. lOP is reAlistic; bec the process include. ~b the _penisor's and the
.ployee' s perspective, the 8ployee's lOa1s are considered as far as they are
f-.sible ill the orpni&ation. 'n.. ~loYH has a chance to let infor8tion and
feedback .so that. 10&11 caa be set. that an r_sonably 8ehi8W'8b18.

COP's will be uMd to plan tn1niAl aM related dewelo.--tal .peri8DCes (details,
special projects, OJT, etc.) They can chanae fr8 ,..r to yur, aM their pria.
purpose il to help .-ploY88S - to help thea set up reasonable 10&11, "..,1 their
perticular str_fths, am chart _ere they can best c.-ui~e 81M! rrow

"'1, booklet -, prepared to aplaia mp's:
aM wf\ft t you C an ex pee t f1'O8 t h8 .
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Th18 18 how it ~rk.8. The IDf 18 for 100. to chart ad plaD your OVD 1Dd1vidual
d...lop88nt over tbe aest ral yoar.. AccordiDI to your RO.ls aDd hov they
fit 1Dto the plaD8 and proar... 8t your a8ency. the IDP will be a way you can
real11tically ..t dOWft 8pecific tralniDl and experience to h.l~ you n~hl~~ your
10&1. aDd help you do a better job where you are ow.

The tOP .1.0 iDYo1... your 8UperY18ur aDd your .'8DCY. Thi. pro~e.. t. 8 chonct'
for your .upervi8or to find out .bout your lOal. and bow you ... your..lf tn thi.
organ1aation. It al80 tapli.. a r..pon.ib111ty on your .uperv1aor' 8 part: in
order to I.t a true picture of your car..r possib11it1.. at your agency. you need
inf~t1-. ~ your 8I8C7'. 1081 aDd .bort raq. ,188. ita .taffiq D8ed.. its
Deed for ,arcicular .W.l8. aDd what career ladd.rs 8d.8t or ar. plaDDed. T~ ne.
feedback. too. on your .treaatha and veakD s aDd JOUr soal..

-

The IDP proc..s. thea. 1~1ft8 info~t1oo f~ two .ourc.: f~ you aDd your
auperv180r. Every year within 30 day. of the amuaa1 ,.rfo~ce ..aluat10n, you
and your supervisor vill joiDtly ...t aDd d18CUS8 your 10&18 for Indlv1d~al dev810p-
88Dt aDd you t 11 dewelop a pl8D for acCO8p11shiDI the -.reed upon lOal.. ~t vill
c- ~t of the dl8CU881oa will be aD mr. The mr v1U be i8pl-.ted o...er the
D8&t year ... ~1f1" .. aec...ry whee it'. t~ for the Dat mp.

scep by at." the p~_. looke lib thi8:

DCnDtD - You will prepare to -.t with your 8iip 180r &ad talk about
your mp. To help '" pC 8Ca~8d, ~ r8Ci:~Dd 100 uk your.elf a .et
of que.t1on. that ar. on pa.e 12. and the jot do-. the follov1ft1:

1. You 8bould ftr8t l18t your .a;hort-raaae 80818. (Coal. you want to
8ttain vithiD. the D8KC ,...r or 80.) ~ the.. 1Oal" you .hould
al80 _ke a U.t of tt. ~t1cular kIIOWla.-, 8k.Ul., aDd ab111tie,
(~SA'.) you need to accO8P11.h tb8.. loa1.. Guidance on ..tt1na SO.l.
and 1deat1ty1na EIA'. 1. further on in th1. bookl.t.

:fext. you .h~ld vr1t.- dowa Yo-.'lool-ranp aoa1- (2-5 y..r.). Goal.
farther than 5 year. are QDt just practical fo~ our Purp08'. here.
thouah, if you're quite certain about.. lon.-1' raftS- loal, ynu can
certainly 10 .~d. After vnu ha.. your l0Q8-raaae loa1. .et. you
M~!d a~ln identify. It.t of £SA'. oece...ry to theae 1081..

2.

~",,-d oa what you ,.." for tloort And lODs-raee gMl., AM the que.tiou
V~I'.. ..kod your..lf, you Hhnuld have. fair idea of where your .tr8DRtha
l1u, in ter88 of K~'.. You .hould make a li.t of th... .trenath.,
h,,'(nR, vary (Air with yo\ar..l.f, ADd aspac1al1, DOt1n. your .troD.a.t ~'..
~~y attcnttoa to how th88. Mtr8D.th. relata to your ,oal..

Once you have loal. 8nd .tr,'n!tha ll.ted. th8 Dext .tep i. to lilt your
~ftkn...e.. tn ter88 of ~'. you don't ha.. or need work on. This 1s one
;;.-. vhcr. you have to b. brutally ~.t with your..lf. (~OD. .1.. b..
to ... everythiDI you wr1t.. but you D88d tb1a infoT88tton ver, much.)

1.
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5. v..u 8bould then 10Ctk 8t your ~tM)l't and lOfta-l'aqe 8081., the ISA'. needed
to 1:a1't"J out th... .081.a, and youI' own .trftlthe aDd V8ak1I8..e.. Are ther.
"fty r.s that you'ro weak in 01' that you lack? ~~~ ~~ ~~_b~~~,_of your
.t_~~ ~I' 1OP vill _tliDe ~ you vtil ..t tbe 1JA'8 to your .0&18.

6. A8 8 f1na1 8t." wit. do.. tb8 0A'8 you ~ ~1'1~~~t~~~er, 8Dd li8t
what tra1a1na and ap8I'18C. you th1Dk will 11.. 10.1 the DA s. Include
bnth "fO\"8&1 trainiq" (cours..) aDd "d...loPMfttal 88811raentl" (OJ!,
projects, d.ta118, ..1l-8tudy, .tc.). You'll ha.. a chance to talk over
trainiDI 8Dd n8C. 18 _tail witb your 8uper-.18O1', 80 your 118t at
th1. po18t dO88D't haft to be ~1'8b881...

You ar. now ready for the .-ployee-eup.r.1801' d18CU881on.

SUPEIVISOt - \ll\ile you an tb1ak1D1 about your IDP, youI' 8UP8I'Yi80r v111 alao
be prepariq for the d1ecua8ioG. le/.b. v1l1 con81der the fol1ovina areas:

1. Your .u,.rY180r will l11'8t consid.r J'OUr current job and the .tandards
tor do1D1 that job. le/8he vill con.id.r the aA'.. mo.t nec ry for
perforaiq the job wll, ad your ova particular 8tl'Ona ud weak KSA's.

2. Rext, ~r .upen'18Ol' will couiiel' J'OUI' 8I8eJ". pan1cu1ar OI'aaD1u-
t1oDal 8eed8 oyer tbe aext a".l'al ,...r.. Ie/.he will cou!d.1' 81.8ion
chana.s. cha1\l.. in technololY. expected turDOYer, .taffinl ne.d., program
plaa8 aDd future ~8 fol' particular .kill..

3. After caaiAI up with projeeted ~" your eupeTY1aor will consid8r your
GYerall potfttial to Met th888 D88d8 - your pot_t1al to take Oft either
different re.pon.1bil1t1.. or hilher 1...1 re8poaaibtiitl...

4. 888ed on all tbe8e COG8Ue~.t1OD8, J'GU.r .,el'Yiaor wiU ~ up vith 80M
ahort 8M lOGI-r pal8 pnjKtM fo~ you 8M . I'o-.h u.. of tr81A1DI
ad ez:pe~i~. a~ at lect18l JOU t" DA'8 to aab18ft your 1..

D(pLOfEI-SUPDVISOI: DISCUSSI~ - The di8CU881OG 1. tbe cb8Dce for both yw and
your .upe~lOr to d18Cu.. plaD8 for aeh18riA1 loel. COMideriDI your pereGnal
concern. and your agency'. particular Deed.. Aa a re.u1t of thi. d1lcu..1on.
the two of you vill C088 up vith the IDP.

The tOP, vhicb 18 IGOd for .e yur. U tbea i8Pl-.ted, .. JOU vill b8iiA your
1Ddly1duAl plan to d8Y8lop particul.~r kDovl .k1l!., ... abilitie. to ...t
your loall.

,
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n.. mp tom has b88ft d.sip8d to rKOl'd JOur ~-111c. dewlo,-au1 p188 0981'
the Qut year. After your di8Cuaioo. with your _,..1eor, the tw of you ca
joiAtly prepare the for8. (Aft.er tb8 pl- 1& f1D&l1&_, the McoDd lewl ~pel'-
Yi8Or sip. it aDd it aoee to the Traffti., Office. y~ 8bouU .. . con fOt'
your oafD refereace duriQS the year.)

The tom (... oppoaite) 18 di.1ded into ~ MCt1oa8: the front ,..- 18 for plaD8
concern1na your .bort-ran,- soa1., and the other .id- 18 for loGa-tanae 1081..

IA the upper bloek. OIl the frat pep. wit. a kiaf 8t.at-t about your abort-rule
1081.. (See 1Dfo~t1oa pp. 8-9 OQ ..ttiD, 1081..)

Below tbi8 block. U. MCtiaa8 tot' JC'Ur ~tua1 plan. The co1- for develop_nt.l
g~~;~t~~~~ 18 Yery j.,o~; theM objKtift8 ~ he fa the fora of ~1f1c
~ that you need iD oriel' to ..t your 1081. (s. tafo1'8CioD pp. 10-11.)

~ oezt col~. d8¥8lol88tal ..f_--t8. 18 for all tbe k1ad8 of tra1Aina other
than forul tra1n1Aa cour.8. end for all the k1848 of "81~t. that will i;i'p
~op Deeded UA'.. You 8bould 1DcluM tarpt ... ad be .. 8P8c1f1c .. po.81ble.
Ala ~le wald be "cC8plete a I'Otat1oDal ..t.-c to JraKh I for 4 ... to
work Oft X project: taraet May. 1979). There 8I'e ..., ..,. of ..ttina treiDed
without trainina cour...: 8Ore 1Afor8atioa Oft all the alternative. to foraal
tra1niftl 18 m pale 12.

n.e ..xt col... 18 for fo~l trainiaa, the tra1a:i8l aott.. tbrOlJlh f0t81 trainiDI
cour..., either lovern8ent or non-soverD88Dt. If po..ible, liat .,.c1fic cour...,
where tb8y are livea, and date.. If the.. aren't ~, 11.t tb. new 8kll1 or
kDOvledp to be deftloped, e.I., "cour.. in _HR' oral pr...tatioa" or "coar. 1D
qaat- ~haa,1c.."

"'nt(O iut col_, "OCMr", 18 a-.TaUJ' ... for ""'-L~ta1 aper18c... _t
covered in the other two colU8a.. e.I., for ...tinl. of profe..i0D81 lOCietie.,
coaferecu. etc.

Once the fora 1. CC8pleted u8d d18Cua-d. it ~ tM pUa of Kt1on for tb8
year. It i.ntt fixed in .c"e. ShouW unapected .1tuat1oD. ~ up, 8Uch .. D8V
project. or .1 nnv ~rk1uad. ft8V trA1Dina noed. -J' be c'tuted. or -- of the old
plan -, not b. f._1bJo. on.. p1-. C8I ~ ~1fWI it ahould be _fa! ad
reflKt JO,.r ,~~lnA noed.. Y-.r "",'rvl~r 8hoeU .. Mtiflad about _b.untJal
cl\anRIlA. .x~'" laLJy in '01"801 tr.in1n~.

llle fc,J lovtn,c pa~. C('8toin . varioty t'f pidance ~ Mlp1q 10\1 _ke ~t . ..-fa!
;Ind rMIJMt Ic' toP.

ttlK WI' ~
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A 8081, for t- purpo.. of tb8 mp, 18 -thiDI pertinat CO ~ wrk 8d your
car..1' that you ... a. ~rt'-'i1e to .tri.e for - either the _ro'Y~t or _.t8ry
of 8088 .kil1 in your curTent job, 8088 new reepon.ibi1ity tD your current job, or
the act.~t of 8088 other po.ition. Coala 8hould be r..li8tic and attainable -
yovr 8041 8bould i8Ply -- wrk 8Id cballenp, but it 8boal4a't be ..t oa 80M-
miq 80 biab that .ettta. there will be a}8)8t j.,o..ible. 1a prepartal lOal
.tat..-nt., be .. 8pec1flc a. po881b1e. e.g.:

\S "To be pTOj8ct leader on the Acou~tic. Perfor-.nce PTedictioa pTojeee in
/ ~ the ne:xt y..r"
(JI11'/ "To be~ 8ft Accountiq Tectmicua as-1"~ / "To take GO t... leader r-.poD8ibi11t1ea tOT fire control .y.t.. MKl11.9i ' aoft'Wre d 1~nt"

"To learn to work on the new bololraphic or diltT1buted PToc...1n1
...r ~ 8qulp-.nt"
/V( "To bec~ aD nectroaic I8a1.-r. Cl-12"

You 8bould be very careful that you 8taad a r888Oa8ble chance of attain1nl the..
1081.. r...1ble Coal. include:

- YOUI. OTHD CClMITMmTS - '811.,. ,our current wrk. ecbedu1e. hobbie...
c~ity obliaatiou. etc. b't outliD8 . proar- with lot. of ..If-
8tudy aad fol'8&l cour.a if JOU. mow you b8ft a ftr1 , wrk. ecbedule

.{. c~1DI up with a aood deal of tTavel.

\f\\' ~ - roUt. PUVlOUS TRADfIBG !XPDIltfCIS - It'. ...ier to 8tart an abitlou8
:\~'t- univer.1ty proar. if you've been to for-.! ciY8r.ity cour... often in
~ cbe paat. If not. it 8iaht be better to try juat 088 cour... or a 8hort

coa~ or -ina1' befOTe ..ttiq 1D9O1~ 1D a whole 1awolftd currt~.

- yooa DISII.I ro ACRIIVE OOAL - You "'t b8.. to lofty 1081.. tIo8t
of U8 are leDeral1,. ..tl.f 1ed .ue - a-;-'-:- and - 8boulda 't f..l we have
to try for lot. .ore. That he. to 188d to di88ppot.t...t ultt8atel,..

~~~~ L ~

- tOOl mMomGr. or TIlE OIr.ARIZATIOI - (DIPOR:rAftt) f1nd ~.. -.cb aa
po..lble about career ladders, "7Oieca.ted .taffiftl Deed., apected
vAc.n~l.. And r'~T)\nnl.ation., and what 8kill. your Graan1aat1oft will
b.,. n8Od inl- Th l- (. wry i8P0r~. ~ great ..1- of the .,1018'-
8up.-n i80r d 1...~u...1Oft J. thGt ~ haw. (~b8DC. to (iDd out the
uraonlzatlon'. p8rJlPOCtlvc.' ;tho.at It. need.. At80,...," -y opc1OD8
,'pen G8 pG88tbJe - ..kD yuur..' f valunble tn tho Grl881&at10n by
dev. Lnp1ftR .U' l. that 3r,' In .It..,nd.

Yuu -y hay,. to K" to ,a c ,.( ltOur(!o. to pt ..cb of thi. 1Afo~-
t iI,n, '-'t it 1.. vital tn your rl.'Min,-

- YOQa II.*'IST SEt.1-APPlAISAL - .. ~ ba. to kDow .actl, ..t your
_If-aPfrniMAl 18. ~t Nina 1k1ft88t. her. reall, helpe to 8Yotd diMppoiDt-
..nt. U.. all the f..dback you can let fro. eu,.rv18or. and peer. to
c~ up with a real picture of your .tr8Glth. aDd W8akn88 Your
1081. 8hould play up JOur .trenlth8; it JOu are V88k 18 8088 ISA'.
critical to reacb1Dc JOUr 1081. 88k your..lf. "low r8811y f...lhl. 18 it
to top t.he.. 8k1ll8 and owrc~ waDe.. to tbe poiDc of ruchinl
tl. aoalt" 8

a1A.T MUS A ~



If you kDov your ~ abilitiea hoDeatly. bow 8UCh work 1a iavol.ed. tbat
the loal i8 really achievable. and that you're really vill1n1 to tate on
the work. you're 8UCh 8Dre likely to achi8Y8 the 10&1.

SettinK realistic loa18 ..y 1D1tially take 8088 tt.. aDd dillinl but the effort
will be well worth it 1D the loDa ruG. Pew of U8 tbtDk in ter.. of objectiY8
specific 10&18. but the cour.. of where we're 10181 teada to be ..ch harder if
we don't plaa a direction.
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IP TO IDENTIFYDDLEI )GES. SKILLS. . ABILITIES

Tbc lOP foTa has a col\8\ for "devel0J88ntal objectives." These are objective.
you have for developine certain knowledeos. skills. and abllities (lSA's) in order
to reach a goal.

Throughout the lOP process, ve've stressud the i8p0rtance of puttiDI objective.
(and also your Itreniths and weaknesses) in teras of lSA's. Describine your
develop8ental objectives as KSA's is important because vith (SA's you have so..-
thine concrete to deal with - sO88thine clear and non-personality oriented that
you can base a plan of action on. Once KSA's are identified, even in rOUJh foTa,
you are in a good position to decide on just the rliht cO8binatlon of for8a1 ~ourses
and alterna~ive trainin, -.thods to help you let ~he KSA's you need.

Picking out i~ant KSArs does not have to be cO8plicated. Starting with your
goal. 8.&.. to bec~e a project leader, you can let to the !SA's in this way:

Briefly, jot down the basic
duties or tasks involved in
being a project leader

1.

Pick out one duty or task2.
at a t1Jle

3. For that one duty or task.
(e.g.. writina technical
repoTts) write down what-
ever knowledaes. skills or
abilities are u-portant to
doing the work. Ask: What
would SOMOne new to this
task ~av. to have to do it!
What wuld that new person
have to learn?

Dec ide which ~'s you alr"'y
have that are needed to rack
loal. Eli.inatc th... (Y~
don't ne.J ~ro traininl in
th08.)

4.

S. Of tho one~ left, how i8pOTt-
:lnt I&ro ~hey tu tho t3sk!
Rank th... Writo these Mo~t
noodod KSA's under "deverop=
_n~ml obj ectives" on the lOP
fora.

6. Describe the appropriate fOr8a1
trainina and develop8ental
assilnMnts for each mowledi.,
skill, and abilitY:"eeded.

Cf)

- Plannin, new proj ects
- NeJOtiatin,- Guidinl t.. 888bersI) - Doinl the 8OS~ cO8plex technical work
- Writina technical reports

Writinl technical reports
I>

- Ability to analyze data and fora
conc 1 usion.

- Ability to express on...lf in a
clear lolical unner

I) - Inowleda8 of a substantive technical
ar.- Skill in writina clearly

- Knowledae of the aaeDCY's technical
report in, requir-.t s

- Still in writin, clearly- Knowled,. of al8Rcy's reportinl

I) rcqulrellen~5

t
- Writinl s..inar. Au,ust, 1979- Assiped project X report under

JUidance of t... leader
- Self-stu4y aaency's reportina

reaulations

I:>
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Don't ~rry about dUf__tiatiDI t.twa a knowl skill, or ability. (c..rally,
a still portains to a physical Ca8p8t8nce or phylically doinl so.ethingi ~ knowledl.
pertainl to .nery of a aabjKt .tter ~i ~le .. ability pertains to the
pot_t1al of usift, a bowled,e or skill ) "'ther or ~t theM defini-
tiODS are cleAr or useful, it ..tes no sense to dwell on the lanJU8le. What doel
... Mnse il to U8Crit. objKtiv.s in teras of DAti.

You don't have to lilt. every W, because any wrk talkl involve a cert.ain ...t.r
of baaic akil1s, e.l. ability to UDd8rst&nd wrltt- and oral instructions, ability
to cO88Unicate ad~ely to others, ability to read aDd write, etc. The.. don't
have to be put down. C8C-trate on the ~st iaportant ~es, the ~es you need
to get to )'OUr 10&1.

~. you hav. the i8P0r't...t lSA's ~ aeed. ~ CD decid. mt . pi... of 8Cti~.
You have 1088 control now . you know 8ther the tn1nin, or experi.c. is lOinl
to ...t . specific neecI. Y- can ask. 11 this tra1a1a, Fin. to specifically pro-
vido 88 with that knowled.. (or skill)' You'll find 1QU'11 be able to el~1aate
a lot of haphazard tnininl that doe. 't do Mythin, for you.

11



W 1ST I ~ 'ro IF. LP 'WQJ CZT Sf ARTED

8.- with auWaKe on set~iftI pis and pickinl ma~ i8p0~ !SA's, preparinl 8ft
lOP a.. decidin, on "~'I ~.t iapo1'tant to )'aU can be difficult. 'n.. followiftl
questions ha.e ~lped e8ployees throulh the ~lf-aslessinl procell to arT!.. at
realistic ,oa11. They are ..ant to help you 10 fro8 lookinl at the work you do now
~o wort at ~he - of your loal.

n... ~es~ions are Mrely to belp ~ Jet SUrted ~ your mp. You can UN ~
alonl with the JUidance on pa,.s 8-11. You don't have to ~ite all the answers
~ or show th88 to anyone. Takinl ~hc qu..tions on. by on. in order i. hi,hly
rec08_ded to help you taJild up the data to M. ~ere you are now, ~.r. you can
r..listically 10, and how to lit ~here.

First, tate wt your position desc:ription and r~ it. Thiak about ~.. wrk you "ve
dafte over the last year aDd your ~~ p8rfo~. appraisall, ad -swer the
follow!na:

1. What alsian8ents did I like doin, in the last year?
2. What a.li'n88Dts did I not like!
3. _t .-rts of ., job - I Iood at! .,.~ wrk ia ~l - I lOad at!
4. When an 8y wab ! Did the.. s..s hiader .,. pttift, 8y

job don. wIlt
S. What kinds of aj.iJn88nt. .ould I like to have this year? II there any

difterent or new wrk I 8ilh~ like to I8t in~o! STAft ~ n.8GIAT!
SlDT-RAllin (I year) OOAU.

6. What .ork .ould I not like to be a.sllft8d this ,ear, 11 pollible?
7. _t skill. or boWlid,8S an nec..sary to do the wrk I'd lik. to

I" J.n~OI lsee Jal8 IU}
8. Ik) I have t.hese Rtlla/bowled,.. alr~ .. ft1'8i or wak .. I

in the.. skills!
9. What kind. of tratnln, or expeTience ~ld I need to develop the.e skill.?

How en_live wuld the traininl have to be?
10. Is it f..aibl. for .. to deMelop these Itills!

~ ~I 'TO IS. ~ AT YtXJR aDT-RNliE mALS. DJ8LE OB:K
TO E ~ TlEY'RF: UALISTIC AIG PmMILY A1TAINA8LE.

11. How consider the C.1rwr 18dc1er~ in your orpniutioa - in ~ur ~tat.
unit - 1n other depArtaents - 1n your ~le &Iency. Are the.. cl.ar to ..1

12. Still keepi in atnd ~r stroalth. C'3) * .-me Ct4} - Job
opportunities in ~r oqanlz..at lon, ... the ..ork ,eu like. STATE YtX8.
~AAIIZ caI.S (S years).. - - - - IL__- . - I_~- -- aa - ~_.. ..1-" 1 1- ~ 1_- __a"'t skl11s/'-wl..." are "':f'lsary to - wrt der:1Md in 8Y lGaI-nI8I.
IOAl.r (Apin. cl88ck .-Ie 10.)
Which of those skills snd tnowledlol do I hive 11r88dy? How 8UCh?
WhAt kind5 of trmininl!exporienc. do I need to develop the.. skills?. - -. .-
~ ~nT HOW lGai WIll It t3~C7

16. I~ It f...lble for.. to d..olop r~.. .tills?
(~ MCK ro 112. 1,001 AT \Qa ~-~ CDALS. ~~~ 08:1 -
,\RI\ 11WY ReALISTIC? PLAN A l~R ~ !l{;TJ~.

Mc'~r to tho.c quo~t ions overy tl88 ,ou ..~ out an lOP. The planninl will ~lp
a'lUr~ thOlt thc ""clo~t~1 .'forts 101.1 tA~ oa will be wrtl.tt1le to ,ou 8d your
orpaizatioa.

12



TRAIN DC. ~ "DEVELOPMPJrrAL ASSI(aEN'rS" - ALL 'nE OPTI~
- --

we often think of training only in te~ of fOr8al training courses. There are
8nY other -ys that peQple learn. and oft- people learn better if their train1n1
~lwes a variety of learninl experiences. "Alternative training" can present as
aood if not better a way to learn practically and efficiently. Buda8t and tt8e
constraints. as Nell as your particular needs. also ..te it undesirable to JO a
route ade up entirely of traininJ courses.

There are I18.ny NaYS you can take on a "developa_tal assienment". It ai,ht be via:

-OJT

(On- ne-Job

Training)

- Details
(or "rotational
assie_ents")

- Self-stooy

- Correspondence
courses

- Special projects.
as-'ignllcnts

- Attendanco at
conforences.
se8inars. etc.

~e you've isolnted ,our aoals and needed XSA's, see 1m. any of these (SA's can
be gained via alternative "devel°w-ental. as5isn-nts". *ke the variety a~ wide
as pos~jhlo for interest and 8aX~ l~lrninl. You..y be surprised - excellent
trainina is often lott- in lmexpected \4Y5 rilht in your own oraanization.

Cfroyided thcre are ~cific obj~tives of Mhat you're
supposed to 1eam aM ~. has don. 10M thinkina
about the order of your i ts, your pror:ress,
etc.)

(Excellent w.y to learn. SO8e depart.81ts -y have
8Dre trouble arranaina these then others, but Where
it can be done, details are invaluable for caininl
new skills. Apin. need. to be thouJht ~t and
planned.)

(Otten a very load -y to pick up a technical body of
knowl8dae. Useful especially if you have a _tor -
~one alr_dy with the bowled,e who can ~tline
a proaraa of readin, and assiln8eftts and check yourproaress. . Your traininl office can tell you about

proar-ed .-If-instructional pcka,es that are very
useful.)

(Check out .v.ilable catal°IS)

(Really m fOr8 of OJ!. but ~rth 88Rtionina separately.
since a project ~Iht not be part of the regular job.
~t can be 4.",sianed to teach you.)

(Very valuabl c for keepinl up to date. leaminl what's
new.)

11



'mE ~I.DYEP.-SJPERV[

y~ dilCU8.i~ win ,aur ..pervisor i. very nat. ad ca Mlp ~ ~.l,
for ..venl r_lOfts. First you need infOrMtion ~ _re your .ills fit btto the
O1'iDiutt. ad ""t the orpaization needs in tJw future. ~~, you need
aMther perspectiye - fK)w your stills are Y1-.d - your stra,cu and wabes..s.
ud where 1OU are valu" rilht now. Third, this 1s . FOd cl81lce to let your
supervisor know of your inter..ts and 1O&1s - he/1M -y ~t ra11z. everythin,
you're interested bt or ~ carefull, you've 108. throuah the Mlf..s..s...t process.

y~ and your aapervisor will ~h cae to the -tift, with ~ 14.. about the
lOP. y~ should dilCUII every aspect of the plan as thorouehly as pollible. If it
doesn't loot like one of the dev8lop88Dtai asliiD88Dt. or traiaia, courses you'd
like wi] 1 be possibl8. your "p8I'Yi~ can let JaU kDow the r8 ()Ie of the
advantAI81 of ~he discussion is that JaU' 11 find out about Nhat'. po.libl. in the
or.anization - what constraints 88na1..ont is under froa a bud,et. policy. or ti8e
Itandpoint. Thil is useful iafO1'8ti- that you n88d iA order to ~ ~ with a
practical and feasible plan.

Ask all the ..-stions you haye. IaIt apoct that ,.. alp8rYisor -y "ye to 10 to
hilhor levell to get the inf0r88tion. ..peciAlly about fUture oraani~tional chAn..s
aDd needs. The ...tina doesn't "ye to resolye all issues. Other questions.
88peeially about qualificatioa requi~ts. classification. KIA's. etc. can be
aft.-1'ed by your personnel office.

Yw should expect the _tinS to be iAf~l and frank. You -, find out that you
haye to rethiJlk -- of your priorities. SJJlce the lOP u .t, for ~e ,war at a
tiM and can be adjusted. chanainl priorities can be accepted ad ~rked intq the
plan. (It aipt be lood to ao into the discussi- with HYeral options ready. in
case 0ft8 isa' t possible.)

The lOP and disoussion are not perfor8&nCe appraisals. Certatnl,. your Itr8ftlths
aM waDesle. are M i8p0rt8t J8rt of tbt IDP ,181mb, proceu. wt ,ou're ~t
beina "rated," - --messes are i80lated, si~l, to .. ~ .,. _ist ~ *"
trainin, .., help ,ou arrlvo at your aoal.

~~~r 3110. that IDr'~ don't ;.,1, al-'YI rislaa in the Grl8Ri~tion. just as
"C3rcer doyol~t" doesn't alwYI ~ just ~tions. lOP', ~ d...lopifta
you as .uch QI poslible in tho ~rk you do or will do. That d..elop88ftt should
be the _in thina dj leu'sod.

~~I~
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REKEMBER. ...

1) Q: I'~ interested in 10iOl to . oae-day seainar I just found out abOut.
It'. DOt in lay IDP.

A: In mo.t ca.es, y... The IDP tri.. to plan for a. much predictable
training.. po..ible, but this i80't alvays po..tbl.. It's not expected
that all training inataoce. be on the IDP in order to participate. Be
careful, though, about in.tanc.. of non-aovern88Dt training; your training
office has an obligatioD to carefully check theae to be aure the training
couldn't rea.oaably be lott.. throuah goverDD8Dt channel..

~:fi

..J} Q:

A:

Where doe. th~ IDP 10 alter the -.ployee-superYi.or di.cussion?

The IDP 1°.. to the ..cond level supervisor tor revie. after you and your
.upervi.or have finished preparins it. It thea 1°.. to the Training
Officer. (~le've reco..endad that you keep . copy tor reterence through
the year.) \

3) Q: I'. .ati8lied with., current job and I'e not interested in mavins into
any other po81tion (at l...t not in the taaediate future). ~.~t can an lOP
do for ..?

BecaU8e "development" doe.n' t -an just 8OVini up or into another .1ob.
the IDP can be concerned with your growth in your current job - mAStery
of skills or learninl facets of the job better. The!DP i. useful
to plan just the rilht training and experi.nc8, 8uch .. special projects
to b8 sure there 1. no ti88 vaated on ..teri&! you al~..d1 know.

A:

4) Q: Once 8O8ethina i. oal~ IDP. caD I change it?

A: Abaolutely. Unexpected 8ituationa caD -.ke 8088 planned training 1apo8siblt
and thing- can happen that r~uire training that ..8D' t fore.een. Your
supervisor should notify the tra1DiD& office of ..jor changes, change. in-
volving funds, or chan,.- involving nODgoverD88Qt tra1ninK.

5) Q: Is this. perfOr88ftC8 apprai8al? What eff8ct do.. the IDP proc... have Oft
performance appr81.8811

~ This t. not 3 perforaance appraisal. The chart on page 2 .how. that -.DOl
the things con.aidered. perf,,~ce of currant dutie. i. certainly one. but
thc ~ln concern in the IDP proc... i. to c~ up with a li.t of .kills
.Iad kn"vled~es that an ~l~)y.e need. 1D order to .et to .oa1. Strengths
3nd weakD...es do have to b~, conaidered. but that appraisal is not tl~
purpo..: an aetion plan (tile lOP) il...

"

Since a discu..1on of p8rfor8ance. strengtba. and weaknes... ar~ a part
of the feedback the -.ployee needs. the 8cbeduliD8 of the IUP j. close
to the performance appra1.a\ time; your .~ency'. official inst.ruction

(Que8tlon8 About ID".)

Can I atill 101
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calls for tho tOP to bo sub8itted to the TTaininl Officc within
30 days of the --rloyee. s annual perfor88nC8 appraisAl.

6) Q: 1 '. not intcrested in career develOl8eftt~. If I "opt ~t" this
year, will I ever be able to take trainin, a,ain if I want?

Certainly. The lOP tin' t fixed in stone. Circu8Stances in your
life ..y ..ke trainin, plans si~ly not f.-sible or desirable now,
but that doesn't 8ean it viii alvays be so. They're -.de out fresh
every year, so if you want to ~repare a plan next year. you '11 be
able to. around the ti88 of your anniversary date. (If you don't
want a rlan this year. j\tlt check block '. on the fon, but do talk
it over with your supervisor.)

A:

1'. in an organiz.~ion that offers little adV8ftCe8ent possibility.
Wha t can an lOP do for mc?

:t), ~:

A: Tho TOP gives you a chance to ,et SO88 control over your career
future and lets you plan realistically; s8ttin, 1001s and thon
findin~ out the or,anizational realities are very useful to you
to expand your orcanizat tonal options. crh1s is why information Oft
orlanizational needs is vital.)

8) Q: ~.rc can I Jet .ore infoT8ation and guidance on the lOP ?rocess?

A: The Personnel NanaI888ftt Specialist fr08 your Personnel Office
can give you .ore advice and JUidance on IDP's. An ~loyee
Develop88ftt Specialist fr08 your Traininl Office can also help
you. Al so. ch~k your a,8ncy' s official instruct ion coverinl the
Tnr procoss.

,
I
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" ,
Executive Activity Areas and Competencies

L Ialtlratioll of Internal and ExtaoDaI PrOIFam/ . Setting etTectiv~s. efficiency. and productivity
Poiky bsu..-lnvolves seeing that key national standards.
IIM1 agency-wide &oa1s. pric.'ities. values. and odIer . Orpnizina structure and wort.
issues are cooai~ in making program decisioos.
Ma'p compecax;ies wid1in dlis activity era are: IV. Acqallldoa and Admiaistratioa 01 FinaDdll
. ldentifyinl8xl intcgmin, key issues anecnna and Material Resourca-Concems activities and

~ organization. These wues include political, procedures related to obtaining and allocatina tbe
economic, I«ial. technoloaical. aOO adminim- financial and material resources necessary to
ti~ fact(ft. SUWCXt JXOaram or policy imp~oo. Major

. WcxtiDI wid! ~ tbrouIh die DaIimIal p)Iicy- ~~ies within d1is activity area are:
mlking/implementation 8trucb1te ~ proced\lrel . MaDllinl d)e budJetary proceS$-pl-e-~-:.na.
(e.&.. Prcsidentialleaderlhip and political posi- justifying, operating throUah organizational and
tions, leaisJarive procesIeI. jOOicia1 ~view) u.s. conareuional procedUle$. ldministerinJ.
U ~1evaDt. otber goVgavT.E;.-,t.J jurisdictions 8M! . oYenCIeing procurementlcootracting proceciules

private sector orpni7~tio... and process.. Directin8/Coordinatina loJistical operab~.

D. Orpnizational Rep~ntatlon aDd LlaiIOn-
Focuses UPCX\ the external ~unications upec:u V. UtilizadoG of Human Raources-lnvolves
of ex~-!!!ve poaitioos. includiq being a rejX~ activitiea ~ processes for ensuring dW people lie
lalive for the work,1D1it arxJ/« <M'J8Di7~ uk! 1PIX~-'lIIely employed. effectively 11M! efficiently
coordinating wim ocher work units and oraaniza- u~ developed. and dealt with in a fair and
tions. Major competenciel within this activity equitable manner. Major competencies wimin this
area are: activity area are:. Repesentina (e.&.. presenting. ~goriatin&, . As;quirina staff dIrou&b ~'JfII-'aaIe stafting

selling. defaMiinl) the orpni~1ioo before a poceae:~wortforce planning. lecr'Jitallt -
variety of people. ilx:ludiDI aaeoCY beada ~ ~~'E".!. including amnnative action - EEO.
CMber political and career executives. members . DelePtinl wort amona subordinate IfOUps
aM staff of Congress, die media. clientele, and uk! individuals.
pofessiooal scoups. . t::~~'l& perfomwK:e awaisals a provid-

. ~ in JroUPS aOO~. CCMdICbna iDI ~Oy.-iate rewards lIxS/or disciplinary
briefings aOO od1er D1CCc8Ip . acticxL

. Eatablishina and maintaininl workin& relation- . ~~~in& individual capabilities and needs and
ships within rhe OIJ~i~~ (e.g., wid1 other . PfOYidinI COKhing. counseling. and CU'eer

~~.&U uaa 81M! scaff "WCXt fUIM:IiCXJI) ~ deft~t ol)pOrtUnities.
wid! reIeV8II ex~ poupI ~ orpniZllioos. . RemIviQ8 coof1icts aIM1 ~ing to aM:nIe uk!

. Seeing dw repol~, ~, ~ <MIler (k)c~ ~jzabona1 climate i~.
reflect d1e position of the orpnization.

VL Re.-. of Implemeatadon and Raul~
m. DirectiOD aad Gv-1daDce or Pr'OIr88l, Projects. Involves activities ~ ~~ for seeiDI dIM

or Policy De-~.t-lnvolves activities pi:'""~ cx1 policies 8e being impienlellled.
~Iaacd to esaablilhing ~op8lD/po1jcy pJs ~ adjulled u necessary. aMi mat d.e ~-opa-'"
the sttucture and processes ~sary to carry resultS are being achieved. Major competencies
them out. Major COmpeterK:ia within this ~tivity within mil activity Ilea are:
ua are: . McXIitoring wort. sWUI mrooIb formal 8Ix1. Pl8lDi.--s---:!ing pis. objectives - pion - jnf.:.. laW ~.
tjes; ~.iiliIItKXt- - ioog-cerm 10811: . Di~ing and ~tiDg 00 probAeID uaa
identifying contingenciel. sttateJies. and reIatinI to implementation and &081 achievement.
resources needs. . Evaluacin& technical U1d non-technical PrOIJ'8mS. A~~-: pIO8I'Im. policy, or ~:F-t feasibility. ~~ ~ impactS.






